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Highly Migratory Species International Dealer Permits 
Version 1.0 

 
This help file is formatted as follows:  Each screen is presented with sample data completed.  
Following the screen are explanations of the meaning, purpose and value constraints for each field. 
 

Table of Contents 

APPLICATION WELCOME 4 
Home 4 
Guidelines 4 
Application 4 
Search 4 
Logout 4 

GUIDELINES 5 

LOGIN 6 
Username 6 
Password 6 
Enter 6 
Reset 6 

APPLICATION ENTRY 7 
Business ID No. 7 
Search 7 

SEARCH 8 

Search Detail 8 
Complete Record 8 
Certificate 8 

HIGHLY MIGRATORY SPECIES INTERNATIONAL DEALER PERMIT APPLICATION 9 

Application Business Information 9 
Business Name 9 
Business ID No. 10 
Importer Number 10 
Business Formed Date 10 
Dun and Bradstreet No (Y,N) 10 
Sole Proprietor (YN) 10 

Business Mailing Address 10 
Line One 10 
Line Two 10 

Print Date 6/16/2005 Highly Migratory Species Dealer Permit Data Entry  



  Page 2  
City 10 
State, Zip Code 10 
Primary Mailing Address (Y, N) 11 
Primary Physical Address (Y, N) 11 
Business Phone Number 11 
Fax 11 
Business Cell Phone Number 11 
Email 11 
Business web site 11 

Application Owner Information 12 
Is this the Primary Contact? (Y,N) 12 
Title 12 
Name Prefix 12 
Last Name 12 
First Name 12 
M.I. 12 
Address Line 1 12 
Address Line 2 13 
City 13 
State, Zip Code 13 
Phone Number 13 
Extension Number 13 
Fax Number 13 
Email 13 

Application Permit Information 14 
Dealer Permit # 14 
Effective Date 14 
Issue Place 14 
Expiration Date 14 
Has Renewal Notice been sent? (Y,N) 14 
If  so, specify Date 14 
Does Sanction exist? 14 
Permit Status 14 
Comments 14 
Update/Save 15 

Application Links 15 

PRINT PERMIT CERTIFICATE 15 

INSERT ADDITIONAL BUSINESS INFORMATION 16 

UPDATE ADDITIONAL BUSINESS INFORMATION 17 

INSERT ADDITIONAL OWNERS 18 

Print Date 6/16/2005 Highly Migratory Species Dealer Permit Data Entry  



  Page 3  
UPDATE ADDITIONAL OWNER INFORMATION 19 

INSERT ADDITIONAL FEDERAL PERMITS HELD 20 

UPDATE ADDITIONAL FEDERAL PERMITS HELD 20 

INSERT NEW HMS APPLICATION 21 

SEARCH HMS APPLICATIONS 21 
 
 
 

Print Date 6/16/2005 Highly Migratory Species Dealer Permit Data Entry  



  Page 4  

Application Welcome 

 

Home 
Returns you to the opening screen. 

Guidelines 
Navigation link to a general discussion of the application completion guidelines. 

Application 
Navigation to application entry screen, to be successful you must first log into the application 
at login 

 

Search 
Navigation the application search screen, to be successful you must first log into the 
application at login. 

Logout 
Logs you off the database, exits the system, and closes your browser.  
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Guidelines 
General instruction for application completion. 
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login 
 

 

Username 
Enter your valid NOAA email address.  New users are verified, and the username recorded, by 
the system administrator.  Username is case sensitive. 

Password 
Enter your valid HMSDP password.  Passwords should be six or more characters in length and 
are case sensitive.  Passwords are assigned and recorded by the system administrator. 

Enter 
Validates Username and Password, logs on to Oracle and the HMS system and refreshes the 
screen. 

Reset 
Clears Username and Password fields. 
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Application Entry 
Navigation to Application entry screen, to be successful you must first log into the application at  
login 

 

 
 
 

Business ID No. 
Enter the Federal Tax Identification Number for most businesses; the SSN of the owner of a 
sole proprietorship; or in the case of an American possession where neither is required, a Dun 
and Bradstreet registration number.  Press “Search” to edit an existing record.   
Leave blank and press “Search”, or enter a new Federal Tax ID, SSN, or DUNs Number as 
appropriate and press “Search” to enter a new record. 
 

Search 
Executes a query to edit an existing record or opens a blank page to enter a new permit 
application. 
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Search 
This link returns all the stored records in the database sorted by the issuing region, permit number 
and permit holder name.   

 
 

Search Detail 

Select one or more of the permits returned and press the search button to return links to record 
summaries and to the permit report. 
 

 

Complete Record 
Returns a summary of the selected set of permit records 

Certificate 
Generates a PDF of the Highly Migratory Species International Dealer Permit using the current 
data stored in the database.  The system does not automatically void older records, and care 
must be taken creating and printing permit certificates. 

Print Date 6/16/2005 Highly Migratory Species Dealer Permit Data Entry  



  Page 9  

Highly Migratory Species International Dealer Permit 
Application 
All fields in red with an asterisk are mandatory and may not be left blank. 
Neither spelling validation nor reasonableness checks for zip codes, area codes or other data is 
performed by the system.  The mythical company “Sonny’s Seafoods” was created for explanatory, 
and demonstration purposes.  
 
The application itself is formatted into five general areas. 

1. Business Information 
2. Business Mailing Address/Location Information 
3. Contact/Owner Information 
4. Permit Information 
5. Links to add or edit additional business, owner, or permit information. 

Application Business Information 

 
 

Business Name 
The name of the organization to whom a dealer permit is issued.  This is a required field and 
will be the name which appears on the printed permit in the “Issued To” field. 
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Business ID No. 
The Federal Tax Identification Number for most businesses; the SSN of the owner of a sole 
proprietorship; or in the case of an American possession where neither is required, a Dun and 
Bradstreet registration number. 

Importer Number 
This is the US Customs service number assigned to a business involved in international trade.  
The importer number is the Federal Tax Identification Number for most businesses; the SSN of 
the owner of a sole proprietorship; or in the case of a business outside of any US Customs 
District is a number assigned by customs.  In each case an alphanumeric suffix is added to 
identify business type.  The inclusion of this identifier allows cross-references between trade 
databases. 

Business Formed Date 
The date the business was incorporated, partnership formed, or otherwise commenced 
operations. 

Dun and Bradstreet No (Y,N)   
Identifies the Business ID No. as a DUNS number.  Only set to yes in the case of a business for 
whom a federal tax identification or social security number is not required by law. 

Sole Proprietor (YN) 
Identifies the Business ID No. as a social security number.  Only set to yes in the case of a sole 
proprietor operating within a US Customs district. 

Business Mailing Address  

Line One 
The first line or PO Box of the primary business mailing address of the applicant; The address 
entered on this page is the address to which the permit will be mailed and business 
correspondence sent.  As with the owner section, the initial entry is on this main page and 
additional business locations are entered and edited from navigation links at the bottom of the 
web page. 

Line Two 
The second line of the primary business mailing address of the applicant. 

City 
The city of the primary business mailing address of the applicant. 

State, Zip Code 
The State and seven digit Zip Code of the primary business mailing address. 
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Primary Mailing Address (Y, N) 
Defaults to Yes.  This is the address to which the permit will be mailed and business 
correspondence sent.  This field may not be edited by the user.  The first address entered must 
be the business mailing address, subsequent locations and addresses will default to No. 

Primary Physical Address (Y, N) 
If this is the Primary Physical Address of the applicant set this value to Yes.  The physical 
address is location of the place of business.  A business may have operations in multiple 
locations; only one of these can be designated as its principal place of business for the purposes 
of this permit. 

Business Phone Number 
This is the Daytime Phone Number of the business at this location. 

Fax 
This is the Fax Number for the business at this location. 

Business Cell Phone Number 
This is a cell phone number associated with the business at this location. 

Email  
This is an email address associated with the business at this location.  It may or may not be 
directed to an owner or officer of the firm. 

Business web site 
This is the URL for the business, it may or may not be specific to this location.  
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Application Owner Information 

An application may be submitted referencing many owners or points of contact.  One of these 
ought to be designated as the principal point of contact regarding this permit, usually the initial 
or first contact person listed.  As with business locations the initial entry is on this main page 
and additional contacts are entered and edited from navigation links at the bottom of the web 
page. 
 

 
 

Is this the Primary Contact? (Y,N) 
If this entry is the primary contact for business regarding this permit set the value to Yes. 

Title 
Enter the title of the contact if applicable. 

Name Prefix 
Select as appropriate. 

Last Name 
Enter the last name of the contact – This is a required field. 

First Name 
Enter the first name of the contact – This is a required field. 

M.I. 
Enter the middle initial of the contact if applicable 

Address Line 1 
Enter the First line of the contact address or PO Box if that information is available. 
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Address Line 2 
Enter the Second line of the contact address if that information is available. 

City 
Enter the city name of the contact address if that information is available. Note City names are 
not validated against postal service data files. 

State, Zip Code 
Enter the state and zip of the contact address if that information is available. Note State names  
and zip codes are not validated against postal service data files. 

Phone Number 
Enter the daytime phone number for the owner - This is a required field. 

Extension Number 
Enter the extension for the contact if that information is available. 

Fax Number 
Enter the fax number for the contact if that information is available. 

Email 
Enter the email address for the contact if that information is available. 
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Application Permit Information 

 

Dealer Permit # 
This field may not be edited by the user.  The value is generated from concatenating the issuing 
region to a sequential number beginning with 10,000. 

Effective Date 
The date of issuance or date the permit becomes active. 

Issue Place 
The region from which the permit was issued. 

Expiration Date 
The when the permit becomes inactive if not renewed. 

Has Renewal Notice been sent? (Y,N) 
This is a place holder available to staff to verify the mailing of a renewal notice to the permit 
holder. 

If  so, specify Date 
The date a renewal notice was sent. 

Does Sanction exist? 
This is a place holder available to staff to indicate that a permit or the holder of a permit has 
had action taken against him/her which would prevent the renewal of this permit 

Permit Status 
The current status of the permit – defaults to Active. 

Comments 
Descriptive text limited to 2500 characters. 
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Update/Save 
When adding new applications pressing this button will commit the new record to the database.  
When editing an existing application pressing this button will save your changes.  If you do not 
commit your files – they will not be saved. 

Application Links 

This section of the application provides navigation to pages to add and edit additional location, 
owner and permits.  The Print Permit Certificate opens a dialog to print the current Permit.  
The Insert New HMS Application clears the screen for additional application entry and Search 
HMS Applications returns you to the application entry Screen. 
 

 

Print Permit Certificate 
This link collects all the permit data for the permit and permit holder currently displayed, formats, 
and prints to the screen a Adobe Acrobat pdf file which may be printed on regular bond paper or for 
the SERO on permit stock.  If the display is not as expected verify that your Acrobat Viewer is 5.0 or 
greater.  If the presentation remains problematic contact your system administrator for the correct 
Acrobat program settings. 
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Insert Additional Business Information 
This Editor returns a blank form for entering additional business operations for a permit holder.  The 
sample has been completed with the minimum required data.  A business to whom a permit has been 
issued may operated in multiple locations, doing business as different enterprises.  One of these 
locations may be designated as the principal physical location for doing business by setting the radio 
button to “Yes.”  
Changes are saved to the database by pressing “Save.”   
The reset button clears the form without saving. 
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Update Additional Business Information 
This Editor returns all the business locations that have been entered and saved for a permit holder.  
Navigation between records is performed using the “Next” and “Previous” buttons, and changes are 
saved to the database by pressing “Update.” 
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Insert Additional Owners 
This Editor returns a blank form for entering additional owners or contacts for a permit holder.  The 
sample has been completed with the minimum of required data and an email address.  Of the owners 
and contacts entered, one may be designated as the primary contact for conducting permit business 
by setting the radio button to “Yes.”  
Changes are saved to the database by pressing “Save.”   
The reset button clears the form without saving. 
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Update Additional Owner Information 
This Editor returns all the owner/contact information that has been entered and saved for a permit 
holder.  Navigation between records is performed using the “Next” and “Previous” buttons, and 
changes are saved to the database by pressing “Update.” 
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Insert Additional Federal Permits Held 
This Editor returns a blank form for entering additional federal permits held a highly migratory 
species international dealer permit holder.  The sample has been completed with the minimum of 
required data.  This information is self reported and any validation must be done outside of this 
system.   
If a sanction has been placed against the entered permit record, it may be so indicated by setting the 
“Does Sanction  exist?” radio button to “Yes.” 
Changes are saved to the database by pressing “Save.”   
The reset button clears the form without saving. 
 

 
 

Update Additional Federal Permits Held 
This Editor returns all the addition permit information that has been entered and saved for a a highly 
migratory species international dealer permit holder.  Navigation between records is performed using 
the “Next” and “Previous” buttons, and changes are saved to the database by pressing “Update.” 
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 Insert New HMS Application 
This link clears the editor for the insertion of a new Highly Migratory Species International Dealer 
permit application.  No validation or other data checks are currently performed.  Please proof your 
work prior to entering a new set of records.  The back button on the browser can be used to return to 
a record to make corrections, or a record may be quired and edited using the Search link. 
 

Search HMS Applications 
This link returns the user to the Application Entry screen in query mode.  Entering the business id 
number (Federal Tax ID, SSN, or DUNS) will return the permit for that business, or if none is found 
will create data input screens for a new set of records.  To search the entire data base press the 
Search link at the top of the page. 
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